LEHRES
1& ﬂ ﬁ%tﬂ_’, E Jﬁ ,K *E Announcement No. 26-2021-FLCY-SA0L

BE&Ee:

VACANCY ANNOUNCEMENT Closing Dats 7 Apr 21
®47H:

Date of Issue 24 Mar 21
1B4. BE. FH. BFEIRLPL). BER SEANH | 4. F KB Area of Consideration (AOC)
Job Title, Job No., Grade, LPL, Basic Wage Table (BWT): No. of 013 MLC/IHA £ 28 (S8BM)

Recruitment Current MLC/IHA Employee within Activity
General Supply Specialist, #378 X 1.3 MLC/IHA it % B (B EE M)
(_ﬁn*ﬁ"f/'\ T ﬁFE] Hﬁk) Current MLC/IHA Employee in commuting distance
S 14 | [ ULEMLCIHARZE (& 7E B X E)

) o Current MLC/IHA Employee Japan Wide
BiZ%#k. B EE 1#Rk Target Grade & Language Proficiency Level (LPL): [] IV.4}& Off Base Applicant

% Grade-5, EBFEE R LPL-2

FEATTRER B LVFERFEEBE D) Acceptable trainee level:

B4 . BEZE Stock Control Clerk, #342, Z#k Grade-4, S5 8 h#k LPL-2

X =% BWT-1) [ HEeHk BWT-2) [ #R%E%R (BWT-3) ] EEFR (BWT-5, 6)

Administrative Blue Collar Trade Security Medical
2.ZRBX Activity: NAVSUP FLC Yokosuka, Industrial Support Department, Sasebo
Support Division, Physical Distribution Branch 5. FAMFELE Type of Employment
By B53HBAT Working Place: {£1H{R AL #HE] Tategami-cho, Sasebo City X MLC
3. B F5 B work Schedule: ( 1B_40 BFREHI hrww ) L] IHA LIHPT
#)7 B Work Days: Monday to Friday [X] & F Permanent
#7580 - /KE Work Hours/Recess Period: 08:00-16:45/12:00-12:45 [ ] BRZE Limited Term (__» A Months)

] %% Night Shift Xl &% Overtime [] H3E Business Travel

6. BN A Duties:

Please see the attached position description.

2P Educational Background : See Block 7 | R EFEE. & T 5L License/Certificate Required : 7/8 ¥§ZH8 See blocks 7 & 8

7. BREH. BEEH Qualification/Physical Requirements

*Must possess English language ability meeting the Language Proficiency Level (LPL) indicated in column #1.
#HLIAISREN-EBRERABLUANIVICHE T EREBOEFRNIDPDELLGYET,

a. One year of clerical, technical, or administrative work experience equivalent at 1-4 level in the related work. If applicant does
not have such work experience, completion of 4-year college/university in a related field may qualify him/her at 1-5 level.

b. Knowledge of supply and purchase work procedures using automated logistics system such as Advanced Industrial
Management (AIM), NAVY Enterprise Resource Planning (ERP), and Government Purchase Card.

c. Knowledge of material items for ship repair work and their uses including specialized or unique repair parts and equipment
requiring expedited handling and shipment.

d. Skill in operating a personal computer, including productivity applications such as Microsoft Word, Excel, Access and
Outlook.

e. Ability to manage supply items by coordinating the order/delivery of material to customers and monitoring/tracking delivery
schedules.

f. Ability to research, analyze and determine supply methods considering timeliness and pricing efficiencies.

g. Ability to speak, read and write English at average proficiency level (LPL-2).

** An applicant who does not fully meet the qualifications stated above may be considered at 1-4 level as below:

a. One year of clerical, technical, or administrative work experience in any field or completion of 4-year collage/university in
any field.

b. Knowledge of material items for ship repair work and their uses including specialized or unique repair parts and equipment
requiring expedited handling and shipment.

c. Skill in operating a personal computer, including productivity applications such as Microsoft Word, Excel, Access and
Outlook.

d. Ability to manage supply items by coordinating the order/delivery of material to customers and monitoring/tracking delivery
schedules.

e. Ability to research, analyze and determine supply methods considering timeliness and pricing efficiencies.

f. Ability to speak, read and write English at average proficiency level (LPL-2).

***Handicapped applicants may be accepted, depending on the degree and kind of disability.

= . . BRI
8. 19 5HLD Application and Associated Documents Working Condition




X 22 % i3 R 4R Application for Vacancy Announcement  (HROY Form 1)

((C] BAEET Japanese [X] #EET English [] £5 5 T3 Either)
X B R EE Resume of Specialized Work Experience (HROY Form)

(LE & @ L EEE T, Same language as above)
X Ri&/BENEAKRBETEHHE L TLSAIL. [HEKICET SEMEK]
If you have any family/relatives who work at U.S. Navy base/facility in Japan, “Questionnaire on Relatives”
(] EExk#FEEDE L Copy of GOJ Driver's License
L& TEESIBAEDE L Copy of Certificate
X HEDENZEEAT 5L DDEL TOEIC, TOEFL, CASEC, ERDAZHMLIIHEL LTS
FRFES, CRAREMFEEEILALCPT 37, ) TOMDIERE. RUEEREAICEHTSHED
HEITAELGYES. REZAEEHLTHALLEAAZEORENDETY,
Certificate of English Proficiency. Only TOEIC, TOEFL, CASEC, and EIKEN certificates are accepted as
English Proficiency Test (EPT) certificate. (ALCPT certificate is acceptable for current/former USFJ
employees.) Other EPT certificates or self-statement on English proficiency will not be accepted. The same
applies to those whose native language is English.
X84 MF M L. BHEEDEERES -FiT- KA FEVVHRIEMAHE (12cm x 23.5cm)
12cm x 23.5cm Envelope with Applicant’s Zip Code, Address, Name and a 84 yen stamp (MPS is unacceptable.)
X BAEZUSNDAIE. EBH—F (@@ RU/NRKR— k@O E— For non-Japanese citizen
applicant, copy of Residence Card (front & back) and Passport.
X DD-214 Copy (Member-4 copy) only for former U.S. military personnel.

9. IGEFEEFIRMH L  Office to Submit

NEEHEE (B MLC/IHARER) ENEEHEE EEXR) TR, SESRRHENMEVET ., LEXERHNYZEH
BEZOEWNE, BXRHLTTS., BEMYBALE, Office to submit job application documents is different for
Current MLC/IHA Employees versus Off Base Applicants. Please ensure to submit required application documents to
the right office. Applications must be received by the closing date of the Vacancy Announcement.

GXE) LREH4FO “BEHEEHE" AR MLC/IHAREXBOADIHFE. NEEEE GERXR) HoOEEEETEDN
ERYFETOTITEET S, Whenitem #4, “Area of Consideration” above shows “Current MLC/IHA employees” only,
Off Base Applicants will be rated ineligible.

1. NEpIESE (B MLC/IHABEXRR) REE Current MLC/IHA Employees must submit to:
T 857-0056 T 857-0056

{& tH R T S AR ET Hirase-cho, Sasebo City
KBEEHRAEMEBAASHERR CNRJ HRO Sasebo Satellite Office
A#R/Extension 252-3881/3660/3837 MLC/IHA Employment Branch, Bldg# PW47

= {FBf Operating Hours : 0800 - 1600

2. 08I EE (GEREXR) RRH% Off Base Applicants must submit to:

T 857-0056 T 857-0056

{& 1 4R h T REHT 3-1 3-1 Hirase-cho, Sasebo City

MIITBUEAN BREEHTBEFHEEMRE EHEHEXE Labor Management Organization, Sasebo Branch

EEEEE Phone : 0956-23-7191

ZATEERE c FRT OB - F&R 5K, AR - £ER (BXROEBZKR)
Operating Hours: 0900 - 1700, Monday - Friday (except Japanese Holidays)

10. EEFEMLIEHR For Official Use

SHEMBFIEY  Activity POC : IEBRBKRER 2 —EEHRXA ZIREEED/Code 400SA
NAVSUP FLC Yokosuka, Site Sasebo, Administration Branch/Code 400SA E & (DSN): 252-3362

PD No.: FLCY-542-002 PD is accurate and current. Certified by Activity: C400SA HRO: (rcvd: 2/10)

IERBEZHIZ LTWWRWNMEES EEORRICZAE Y FH A, Incomplete applications will not be considered.
RESINEIEHEEHEHIRL LEEA Submitted applications will not be returned.

HEMYIB1 6B FRIBMETT, EX—ILO I 7Y I RATOREZHETZHTEEEA. Applications must be received by the
closing date of the VVacancy Announcement by 1600 hours (4:00 PM). Emailed and Faxed applications will not be accepted.
AFBAREZSHEEHETHHSEFERBICLEVTT SN, EBTHESNEERAMEIZELELEA,  Please do not send
applications by registered mail to HRO. Registered mail sent to HRO will not be accepted.

HRO OEY (EWMES PW-47) 1. EEEAYOZA>THDE(IZ ASEEEADOERHOMNEZELTHYET , FEINIIGE(EIE
SfEOYIYB D 16B(F % 4B)FETIZLTLEELY, Job applications may be dropped in the designated HR “Drop Box” located on the right
side in the first floor, main entrance of the HRO bldg. # PW-47, no later than 1600 hours (4:00 PM) by the closing date.




ISHEEZHEODERIZUTO URL KUFHUA—FTEET , BRFOICERAMEIRH LTSS, Forms for application are available for
download on our web site. Please submit updated application.
(https://www.cnic.navy.mil/regions/cnrj/om/human_resources/MLC IHA HPT Jobs/JN_Forms.html)

BETRELINDIEBEFENM (LPL) LRILETREESET S,
Please see the below for the English Language Proficiency Level (LPL) required of the position:

2016 F 2 A 8 HATK Wikt ERA SN HB MLC/IHAERE T, 2016 2 A 8 HATICRITEni- ALCPTHBERZHHFSL
DEIFE. TORBBEROBERLALN TS0 FT7—H—) S, TOFDHELPLLANILELTERESNET,
For current MLC/IHA employees who have been continuously employed since before 8 February 2016 and possess ALCPT test result
dated prior to 8 February 2016, the attained level will be “grandfathered” and honored as the employee’s current LPL.

TOEIC ALCPT TOEFL TOEFL TOEFL (iBT) | CASEC EIKEN
- (PBT) (CBT) Internet Based i
w Paper Based Computer Test
Test Based Test

4 — Exceptional Proficiency

860 ~ 990 NA 600 ~ 250 ~ 100 ~ NA 1st
BEROENEETS
3 — Fluent proficiency

730 ~ 859 90 ~100 550 ~ 599 210~ 249 80 ~99 870 ~ Pre-1st
TSR EENEET D
2 — Awverage proficiency

550 ~ 729 75~ 89 460 ~ 549 140 ~ 209 50~ 79 560 ~ 869 2nd
TEHHRENEET S
1 — Elementary proficiency

400 ~ 549 65~74 430 ~ 459 120~ 139 40 ~ 49 475 ~ 559 Pre-2nd
NEHEEENEZET S
Pre-1 — Minimal proficiency

350 ~ 399 40 ~ 64 NA NA NA NA 3rd
(1) RPROENZET S
0 — No language proficiency
EBEREANEEILL

PRIVACY ACT STATEMENT EAEIR{REEICDOLNT

AUTHORITY': Executive Order 10450, 9397; and Japan Law Concerning Protection of Personal Information (Law No. 57 of 2003).

A KETEER S 10450,9397 ; R BAE - EANERORECET 552 (Fai1 sEEEER+HES)

PRINCIPAL PURPOSES: To record Personal Information for the purposes of executing the business operations of the U.S. Forces, Japan and protection of
human life, safety and property, NOTE: Records will be securely maintained in either an electronic or paper form.

FEH: AEDLd. T2, MEORELEAXREOXRZEOXTEZENE LT, BANRRELET 54,

I EBRIEEFEX. L LLIETCTHEIRESNET,

ROUTINE USES: To maintain Personal Data accurately with the most up-to-date content to the extent necessary to achieve the stated Principal Purposes.
FIABR: FHHOERICVLEL, B CERGEANEREH#ET 54,

DISCLOSURE: Disclosure of this information is voluntary; however, failure to provide the requested information may impede, delay or prevent further
processing of administrative actions.

BN EANEROFREIEETTA. BRINERETIRE LGN STIGE. TORDOFHEOHIT. BEh. HDHLIEPEE
BEENHYET,

Rev: 8-1-18


https://www.cnic.navy.mil/regions/cnrj/om/human_resources/MLC_IHA_HPT_Jobs/JN_Forms.html

TASK LIST
General Supply Specialist, #378, BWT 1-5

1. Reviews and verifies, in the requisitioning process, all material order requests from Planning Division,
SRF Yokosuka Detachment Sasebo and other staff codes against all available DOD supply data and
commercial information.

2. Performs technical research in the investigation of stock number substitutes for material ordered, other
stock number data, and for the categorizing of material for turn-in.

3. Performs all documentation action concerning disposal of material.
4. Maintains current status of all requisitions thru follow-up and initiates proper action, including writing
letters, messages and telephone calls world-wide to expedite receipt of material and in processing various

material transactions.

5. Renders frequent scheduled requisition status reports to staff codes for material ordered in support of
on-going ship repair.

6. Supervises the maintenance of all requisition documents.

7. Responsible for all material transactions concerning specific assigned ship requisition.
8. Maintains all Control Branch publication, catalogs, directives and instructions.

9. Acts as liaison in supply matters with other staff codes and other military commands.

Performs other related or incidental duties as assigned.



